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Part  I 

TITLES  AND  SUBJECTS 


A 

A,  B,  C's  of  World  Rivers,  The,  Ralph  S. 

Harris,  121 
Accounting, 

Correlating  Accounting  with  Business  Law, 

15 

Aptitude  Tests  for  Skill  Subjects,  371,  427, 

489 

Are  Your  Students  Collectors?,,?.  0.  Selby, 

233 

Army, 

And  Education,  The,  M.  Herbert  Freeman,  329 
Ccnpany  Clerk,  4 

Audio-Visual  Business  Education,  E.  Dana 
Olbson,  22,  86,  141,  195,  324,  368, 

434,  498,  548 

Awards  Department,  36,  92,  152,  204,  250,  302, 
326,  386,  441,  500,  503,  550 

B 

B. E.W.  Awards  Service,  36,  92,  152,  204,  250, 

302,  326,  386,  441,  500,  503,  550 
B.E.W.  Bookkeeping  Contests,  Milton  Briggs, 

37,  93,  154,  204,  253,  302,  388,  444, 
500,  550 

B.E.W.  Business  Letter  Problem,  A, 

Macdonald,  Madeline,  365;  Results,  546 
Van  Antwerp,  Fidelia  A.,  28;  Results,  198 
B.E.W.  Simmer  School  Directory,  453,  512,  568 
B.E.W.  Transcription  Tests,  Claudia  Oarvey, 

95,  152,  207,  250,  326,  386,  441,  503 
Basic  Shorthand  Vocabularies  Compared,  Louis 
A.  Leslie,  115,  182,  263 
Blackboard  Goes  to  War,  The,  Elsie  Johns,  120 
Book  Reviews,  46,  105,  160,  221,  279,  338, 

397,  458,  514,  569 
Bookkeeping, 

Contests  (Ssfi  B.E.W.  Bookkeeping  Contests) 

I  Am  Most  Unhappy,  478 
Lilliputian  Bookkeeping,  319 
Ky  Trial  Balance  Doesn't  Balance,  429 
Pacloll’s  Contribution,  131 
Breaking  Down  the  High  Cost  of  Filing,  N.  Mae 
Sawyer,  549 

Business  Aptitude  Test,  A,  R.  Robert  Rosen¬ 
berg,  43 

Business  Co-operates  with  a  Small  High  School, 
Zalda  A.  Ellis,  470 
Business  Education, 

Equipment  Standards,  351 
Postwar  Issues,  359 
Tests  In,  30 
Toronto;  Survey,  536 


Business  Education  (Continued! 

USAFI,  528 
Business  Law, 

Cartoons,  73,  121,  337,  390,  443,  490,  536 
Correlating  Accounting  with  Business  Law, 

15 

Law  Everyone  Should  Know,  102 
Of  This  Country,  483 
Review,  392 

Business  Letter  Writing, 

B.E.W.  Projects,  28,  365;  Results,  198,  546 
Why  Stress  Letter  Writing?,  293 
Business  Machines  Teachers'  Problems,  566 
Business  Magazines  as  Teaching  Aids,  Olga 
Alber,  77 

Business  Mathematics,  Inventory  Test,  447 
Business  Teacher,  Grace  V.  Watkins,  482 


California  Teachers  Learn  About  Business, 
FY^derlck  G.  Fox,  383 

Carnegie,  Dale  (Course  In  Public  Speaking), 

How  Business  Colleges  Are  Winning  Stu¬ 
dents  and  Influencing  Connunltles,  473 
Charted  Progress  for  Secoid-Year  Typists,  Sr. 

M.  Marguerite,  314 
Checking  Materials,  418 

Checks  for  Less  than  One  Dollar  Are  Illegal, 
Lloyd  L.  Jones,  191;  ComDents  by  Ruby 
L.  Nelson,  399 

Classic  Research  In  Human  Skills,  A,  Harold  H. 

Sfclth,  173,  311,  366 
Collating  Materials,  308 
Collecting  Papers,  193 
Collectors,  Are  Tour  Students?,  233 
College  Secretarial  Curriculum,  A,  Richard 
Slelaff,  368 

Collegiate  Status  of  Secretarial  Science 
Courses,  E.  E.  Hatfield,  60 
Commercial  Department  Contributes  to  Postwar 
America,  Nark  McMlllln,  241 
Connerclal  Law  {Qas.  Business  Law) 

Company  Clerk  In  the  Field,  The,  Fred  C. 
Archer,  4 

Conquering  the  Capitals,  Verne  Ellis  Waltl- 
myer,  215 

Conquering  the  Coiaaa,  Verne  Ellis  Waltlmyer, 
65 

Consumer  Education  In  the  Junior  College,  C. 
D.  Cocano¥«er,  178;  Connents  by  McKee 
Fisk,  332 
Contests, 

Bookkeeping  {Qas.  B.E.W.  Bookkeeping  Con¬ 
tests) 
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Contests  f Continued) 

International  Bookkeeping,  SOe 
Letter  Writing,  28,  365 
Co-operatlre  Prograa, 

Business  Co-operates  with  a  saall  Hl^ 
School,  470 

Correlating  Accounting  Instruction  with  Busi¬ 
ness  Law,  Howard  A.  Zacur,  15 

D 

Dally  Transcription  Schedules,  Clyde  I. 

Blanchard,  127,  219,  267 
Dam  It!  Here  Coaes  a  Custoaer,  Robert  E. 
Barron,  84 

Dear  ^llow  Shorthand  Teachers,  Lotta  8.  Page, 
79 

Desk  Arrangenents,  238 

Derelopaent  of  Control  Through  the  Use  of 

Right-Hand  and  Left-Hand  Words,  Esby  C. 
NcOlll,  209 

Diagnostic  Tests  In  Business  Mathematics,  R. 

Robert  Rosenberg,  157,  216,  277 
Dictionary  of  Occupational  Titles,  Rerlew  of, 
357 

Dllema,  Grace  V.  Watkins,  411 
Dlstrlbutlre  Education, 

Dam  It!  Here  Coaes  a  Custoaer,  84 
Do  Tou  Know  Tour  Cities?,  Ralph  S.  Harris,  430 
Do  Tour  Students  Know  How  to  Telephone?,  Orace 
Ransoa,  494 

Don't  Say  It!,  Marian  Pehowskl,  525 
E 

Econoalc  Geography, 

A,  B,  C's  of  World  Rivers,  The,  121 
Do  Tou  Know  Tour  Cities?,  430 
Scale  the  Heights,  194 
Economy  in  Teaching  Shorthand,  Beatrice  M. 

Ferris,  440 
E^llsh, 

Conquering  the  Capitals,  215 
Cmquerlng  the  Coaia,  65 
Spelling  Can  Be  Thrilling,  542 
Teaching  Devices,  148 

Equipment  Standards  for  Business  Education,  W. 
8.  Barnhart,  361 

Establishing  a  Placement  Office,  Edith  J. 
Tuchnan,  377 

Ettlnger,  Clifford,  Washington  Interview  with, 
537 

F 

Filing  for  the  Law  Office,  Helen  Casper,  125 
Fls)c,  McKee,  Washington  Interview  with,  135 
•  Flipping  Cards,  83 

450th  Anniversary  of  Pacloll's  Contribution  to 
Bookkeeping,  Earl  Clevenger,  131 
Fundamentals  of  Junior-College  Business  Cur¬ 
ricula,  R.  W.  Goddard,  1 

0 

0.  I.  Education,  What  About?,  421 
Geography  (Stft  Economic  Geography) 

Ciggg  Writer  Plates,  Keys  to,  49,  107,  163, 
223,  283,  343,  400,  460,  517,  573 

H 


Hotel  and  Restaurant  Management  Taught  In  the 
Junior  College,  Moselle  Hllllken,  122; 
CoMents  by  McKee  Fisk,  180 
How  a  Co-operative  Program  Works  In  Minneapo¬ 
lis,  Margaret  E.  Andrews,  412 
How  Many  Jobs  Are  There?,  Dorothy  M.  Johnson, 
357 

I 

I  Am  Host  unhappy,  Arthur  0.  Skeeles,  478 
I  Practice  What  I  Teach,  Elsie  L.  Lefflngwell, 
561 

Income  Tax  Tips  for  Teachers,  Hlltwi  Briggs, 
317 

Inventory  Test  In  Business  Mathematics,  An,  R. 
Robert  Rosenberg,  447 

Is  Word  Frequency  Misused?,  Clyde  W.  Humphrey, 
467 

'  J 

Junior  College, 

Consumer  Educatlm  In,  178 
Fundamentals  of  Business  Curricula,  1 
Hotel  and  Restaurant  Management,  122 
Social  Business  Education  In,  57 

Connents  by  McKee  Fisk,  123,  180,  332 

K 

Keeping  Up  with  Teacher  Placeibent,  John  T. 
Walter,  523 

Keys  to  Oxsgg  Writer  Shorthand  Plates,  49, 

107,  163,  223,  283,  343,  400,  460,  517, 
673 

L 

Lamb,  Marlon,  Washington  Interview  with,  423 
Lamp  of  Experience,  The,  Harriet  P.  Banker, 

35,  148,  271,  391,  502 
Law  Carto<ms,  R.  Robert  Rosenberg,  73,  121, 
337,  390,  443,  490,  536 
Law  Everyme  Should  Khow,  R.  Robert  Rosenberg, 
102 

Learning  to  Read  In  Typewriting  Classes,  Alice 
C.  Green,  409,  485 
Legal  Duties, 

Filing,  125 

Let's  Set  Alms  In  Shorthand,  Ardls  E.  Pumala, 

67 

Let's  Teach  More  Shorthand,  C.  C.  Callarman, 
353 

Letter  Writing  (Sag  Business  Letter  Writing) 
Lilliputian  Bookkeeping,  Dorothy  M.  Johnson, 
319 

Little  Things  In  Dally  Office  Work,  The,  555 

I 

M 

Mathematics,  Tests  In,  157,  216,  277,  447 
Merchandising  In  the  Postwar  Wander  World, 
Harry  M.  Bowser,  320 

Most-Used  Filing  Terms,  N.  Mae  Sawyer,  509 
My  Students  Keep  Me  After  School,  Bills 
Franklin,  244 

My  Trial  Balance  Doesn't  Balance,  Jack  0. 
Edelaan,  429 

My  Typing  Arnor,  Edna  L.  Gregg,  491 
N 


Holders  of  Typewriting  Records,  Harold  H. 
smith,  259,  414 


Navy, 

Stenographic  Practices,  74,  132 


iv 


Nows  froB  Washington,  59,  135,  189,  333,  385, 
417,  493,  530 

Northwestern  University  Graduate  Study,  567 
0 

O.B.E.  Activities,  96,  192,  307,  422 
Office  Project, 

Turning  a  Schoolroom  Into  an  Airline 
Office,  237 

Office  Standards  as  Bases  for  Training, 

Herbert  A.  Tonne,  431 

Office  Supplies  and  Equipment,  38,  98,  147, 

214,  274,  328,  396,  460,  610 
Oh,  but  that's  different!  (cartoon),  Gilbert 
KAhn,  45,  80,  140,  197,  281,  387,  505, 
580 

On  the  Lookout,  Archibald  Alan  Bowie,  38,  98, 
147,  214,  274,  328,  396,  450,  510 
One-Minute  Shorthand  Tests,  E.  Dana  Gibson, 

246,  426,  502 

Order  of  Business  Efficiency,  Activities  of, 

96,  192,  307,  422 

Organization  and  Purpose  of  the  Business  Law 
of  This  Country,  R.  Robert  Rosenberg, 

483 

Organizations  for  Business  Teachers,  564 
P 

Pen  Pals  for  Your  Pupils,  R.  C.  Mlshek,  100 
Poppy's  Diary,  Effa  E.  Preston,  101 
Periphery  Business  Skills,  Thelma  M.  Potter, 

83,  130,  193,  238,  306,  361,  418,  475, 
55b 

Placement,  Establishing  an  Office,  377 
Plan  for  Postwar  Education,  A,  Maxine  Wiseman, 
78 

Postwar, 

Cannerclal  Department  Contributes  to 
Postwar  America,  A,  241 
Issues  In  Business  Education,  Esby  C. 

McGill,  359 

Merchandising  In  the  Postwar  Wonder  World, 
Harry  M.  Bowser,  320 
Office  Personnel  Training,  C.  E.  Baxter, 

539  ' 

Professional  Organizations  for  Teachers  of 

Business  Subjects,  Benjamin  R.  Haynes, 
564 

Prognostic  or  Aptitude  Tests  for  Skill  Sub¬ 
jects,  Mathllde  Hardaway,  371,  427,  489 
Projects,  B.E.W.  (Ssfi  Contests) 

R 

Radio  Operator,  Typing  Instruction  for  a,  62 
Rod  Apples  or  Sour  Grapes?,  Estella  Dyer,  316 
Research,  SARBE  Stimulates  Advancement  In,  26 
Review  In  Business  Law,  A,  R.  Robert  Rosen¬ 
berg,  392 

Rhythmic  System  of  Teaching  Touch  Typewriting, 
The,  Walter  Franzel,  117 

S 

Scale  the  Heights,  Ralph  S.  Harris,  194 
School  Magazine,  A,  Elfreda  Rusher,  185 
Secretarial  Duties,  543 

Secretarial  Science,  Collegiate  Status  of,  60 
Setting  Up  Office  Housekeeping,  Sophie  Miller, 
543 

Shorthand  (Sfifl  also  Transcription) 

Basic  Vocabularies  Compared,  115,  182,  263 


Shorthand  (Continued) 

Bingo,  Marsdon  A.  Sherman,  271 
Crossword  Puzzle,  Ruth  H.  Smith,  89,  487 
Dear  Follow  Shorthand  Teachers,  79 
Dictation  Material,  Qcsgg  Writer.  49, 

107,  163,  223,  283,  343,^400,  460,  517, 
573 

Economy  In  Teaching  Shorthand,  440 
Is  Word  Frequency  Misused?,  467 
Let's  Set  Alms  In  Shorthand,  67 
Let's  Teach  More  Shorthand,  353 
One-Mlnuto  Tests,  246,  426,  502 
Pen  Pals,  Edith  LaPray,  281 
Similarities  In  the  Teaching  of  Shorthand 
and  Spelling,  295 
Taking  Shorthand  Tests,  306 
Teaching  Devices, 

Almeter,  Mary  A.,  391 
Moore,  Arthur  W.,  506 
Sherman,  Marsdon  A.,  271 
Tests  In,  187,  275 
Test  on  Word  Beginnings,  381 
Tost  on  Word  Endings,  480 
Similarities  In  the  Teaching  of  Shorthand  and 
Spelll/ig,  Katherine  S.  Humphrey,  296 
Skill  Subjects,  Prognostic  or  Aptitude  Tests 
for,  371,  427,  489 

Skills, 

Classic  Research  In,  A,  173,  311,  366 
Periphery  Business,  83,  130,  193,  238,  308, 
361,  418,  475,  565 

Slaughter,  Robert  E. ,  Washington  Interview 
with,  136 

So  You're  Going  to  Bo  a  Navy  Stenographer,  J. 

K.  Stoner,  74,  132 

Social  Business  Education  In  the  Junior 
College,  Harold  D.  Fasnacht,  57; 
Comnonts  by  McKee  Fisk,  123 
SARBE  Stimulates  Advancement  In  Research, 
Marsdon  A.  Sherman,  26 

Some  Problems  and  a  Few  Suggestions,  Sr.  Mary 
Regis,  565 

Sorting  Materials,  361 

Speed,  Accuracy,  and  Remedial  Practice,  Ellis 
Franklin,  18 

Spelling  Can  Be  Thrilling,  Alice  G.  Harvey, 

542 

Strong,  Earl  P. ,  Washlngtcm  Interview  with,  33 
Student  Project, 

School  Magazine,  165 
Student  Teaching, 

What  Student  Teachers  Say  About  Their 
Training,  11 

Stuffing  and  Sealing  Ekivelopes,  475 
T 

Taking  Tests  In  Shorthand,  Charles  E.  Zoubek, 
306 

Teacher  Placement,  Keeping  Up  with,  523 
Teachers  Can  Be  Human,  Erllng  N.  Rolfsrud, 

562 

Teachers  Worked  In  War  Plant  X,  The,  Clarence 
G.  Enterllne,  146 

Teaching  Aids,  22,  86,  141,  195,  324,  368, 

434,  496,  548 
Business  Magazines,  77 
Teaching  Devices, 

English,  148 

Shorfiand,  271,  391,  506 

Typewltlng,  36,  148,  391,  506 


TMChlng  BQ>lojer-E^107e«  Relations, 

Frederick  Q.  Fox,  156 
Teaching  Typewriting  to  the  Handicapped, 
Fliyllls  B.  Echko,  531 
Telegraphic  Language, 

Classic  Research  In  H«an  Skills,  173,  311, 
366 

Telephone,  Do  Tour  Students  Know  HoW7,  49i 
Tests, 

Business  Aptitude,  43 

Business  Education,  Kathllde  Hardaway,  30 

Business  Law,  lOe 

Disjoined  Analogical  Word  Beginnings,  Ellen 
Kruger,  381 

Disjoined  Analogical  Word  Endings,  Ellen 
Kruger,  480 

Matheaatlcs,  157,  216,  277,  447 
Shorthand,  246,  381,  426,  480,  502 
Hardaway,  nathllde,  197,  275 
Transcription,  96,  152,  207,  250,  326,  386, 
441,  503 

Typewriting,  nathllde  Hardaway,  81,  138 
Ttnablng  Papers,  130 

Toronto  Coapletes  Business  Education  Surrey, 
535 

Touch-Typing,  Blitzed,  Jeroae  Llttnann,  71 
Training  for  Mailable  Letters,  Rida  Duckwall, 

9 

Transcription  (Ssfi  also  Shorthand) 

B.E.W.  Projects,  95,  152,  207,  250,  326, 
386,  441,  503 

Dally  Schedules,  127,  219,  267 
Training  for  milable  Letters,  9 
Turning  a  Schoolrocm  Into  an  Airline  Office, 
Ruth  B.  Mlklch,  237 
Typewriting, 

Charted  Progress  for  Second-Tear  Typists, 
314 

Classic  Research  In  Hunan  Skills,  173,  311, 
366 

Control  Throu^  Use  of  Right-Hand  and  Left- 
Hand  Words,  209 

Holders  of  Typewriting  Records,  259,  414 
Instruction  for  a  Radio  Operator,  62 
Learning  ^o  Read  In  Typewriting  Classes, 
409,  485  , 

My  Students  Keep  Me  After  School,  244 
My  Typing  Amy,  401 
Navy  Letter  Foms,  74,  132 
Orchestra,  436 

Rhytlalc  System  of  Teaching,  117 

Speed,  Accuracy,  and  Renedlal  Practice,  18 

Teaching  Devices, 

Alber,  Olga,  506 
Alneter,  Mary  A.,  35 
Boulware,  Sarah  E.,  35 


Part 
C  0  N  T  R  I  B 


A 

Alber,  Olga,  77,  506 
Allen,  nary  A.,  541 
Alaeter,  nary  A.,  35,  301 
Andrews,  Margaret  E.,  412 
Archer,  Fred  C.,  4 


Typewriting,  Teaching  Devices  f Continued^ 
Griffith,  mrjorle,  391 
Manifold,  nrs.  Huber  S. ,  391 
Hiller,  Sophie,  506 
Piaala,  Ardls,  .506 
Tiffin,  Eunice  C.,  148 
Teaching  Typewriting  to  the  Handicapped, 

531 

Teats  In,  81,  138 
Touch-Typing,  Blitzed,  71 
We  Bsploy  a  Blind  Typist,  526 
What  I  Learned  About  Teaching  Typing  In  a 
Naval  Training  School,  415 
Teomen  Demonstrate  Posture,  88 
Typing  Instruction  for  a  Radio  Operator, 

Donald  R.  Tully,  62 
Typing  Show,  A,  George  M.  Cohen,  436 

U 

USAFI  and  Business  Education,  Albert  R. 
Brinkman,  528 

U.  S.  Government  Publications  of  Interest  to 

Business  Teachers,  Clyde  W.  Humphrey,  69 
Up  the  Ladder  via  the  Secretarial  Route,  452 

V 

Veterans  Education  Program,  91 
Vocatloncd  Infomatloo  for  Prospective  Stenog¬ 
raphers,  Estelle  Pophaa,  557 
Vocatl(mal  Rehabilitation  Training  In  Business 
Occupations,  ncKee  Fisk,  200 

W 

Washington  Interview, 

Hiniphrey,  Clyde  W.,  136,  423,  537 
Lamb,  Marlon,  33 

We  Employ  a  Blind  Typist,  Virginia  Toung,  526 
What  About  0.  I.  Education?,  E.  T.  Peterson, 

421 

What  I  Learned  About  Teaching  Typing  In  a 

Naval  Training  School,  Alfred  Essock, 
415 

What  Stpdent  Teachers  Say  About  Their  Train¬ 
ing,  Harold  Gllbreth,  11 
Why  Stress  Letter  Writing?,  W.  H.  Conant,  293 
Winning  Students  and  Influencing  Connunltles, 
Frances  A.  Smith,  473 

Word  Division  Made  Easy,  Blanche  LaVlctory, 

534 


Teomen  Demonstrate  Posture,  Harold  H.  Smith, 

88 

Tour  Professional  Reading,  Jessie  Graham,  46, 
106,  160,  221,  279,  338,  397,  468,  514, 
569 
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B 

Banker,  Harriet  P.,  35,  148,  271,  391,  506 

Barnhart,  W.  S.,  351 

Barron,  Robert  E.,  84 

Baxter,  C.  C. ,  539 

Berlow,  Agnes  P.,  148 


Blanchard,  Clyde  I.,  127,  219,  267 
Boulnare,  Sarah  E.,  35 

Bowie,  Archibald  Alan,  38,  90,  U7,  214,  274, 

320,  396,  450,  510 
Bowser,  Harry  M. ,  320 

Brlgge,  miton,  37,  93,  154,  204,  253,  302, 

317,  308,  444,  500,  550 
Brinkman,  Albert  R. ,  528 
C 
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